Associate Publisher: Gary Masters 
Acquisitions Manager: Kristine Plachy 
Editors: Doug Robert, June Waldman 
Project Editor: Doug Robert 
Technical Editors: Mary Madden, Jim Blaney 
Book Designer: Helen Bruno 

Graphic Illustrators: Inbar Berman, Cuong Le, Elizabeth Creegan 

Electronic Publishing Specialists: Debi Bevilacqua, Kate Kaminski 

Production Coordinator: Robin Kibby 

Proofreaders: Michael Tom, Grey Magauran 

Indexer: Ted Laux 

Cover Designer: Design Site 

Cover Photographer: Eric Meola 

Screen reproductions produced with Collage Complete. 

Collage Complete is a trademark of Inner Media Inc. 

SYBEX is a registered trademark of SYBEX Inc. 
Mastering is a trademark of SYBEX Inc. 

TRADEMARKS: SYBEX has attempted throughout this book to distinguish proprietary trademark! 
from descriptive terms by following the capitalization style used by the manufacturer. 

The author and publisher have used their best efforts to prepare this book and the content is based upor 
final release software whenever possible. Portions of the manuscript may be based upon pre-release 
versions supplied by software manufacturer(s) . The author and the publisher make no representation 01 
warranties of any kind with regard to the completeness or accuracy of the contents herein and accept nc 
liability of any kind including but not limited to performance, merchantability, fitness for any particulai 
purpose, or any losses or damages of any kind caused or alleged to be caused directly or indirectly fron 



Copyright ©1996 SYBEX Inc., 1151 Marina Village Parkway, Alameda, CA 94501. World right 
reserved. No part of this publication may be stored in a retrieval system, transmitted, or reproduced u 
any way, including but not limited to photocopy, photograph, magnetic or other record, without the prio 
agreement and written permission of the publisher. 

Library of Congress Card Number: 96-70208 
ISBN: 0-7821-1888-7 

Manufactured in the United States of America 



this book. 



10 9876543 






Chapter 3 



Organizing Programs and Documents 



Help 

As you might expect from the name, the Help menu opens the 
Explorer's Help file. This menu also provides access to overall 
Windows NT help, too. 



TIP You can press Fl from any Explorer window or the NT Desktop to open 
Windows NT help. 



► 
► 
► 
► 



Right-Click Menus in the Explorer 

Thanks to NT's context-sensitive right-click menus, you probably 
don't need to use the main Explorer menus too often. In fact, the 
context-sensitive menus give you more options then the main menus 
do. By context-sensitive, we mean that the commands available on the 
right-click menu change depending on such factors as your current 
folder's location, the current file or folder type, user privileges, and the 
existence of other programs installed on your computer. 

Here are some of the most common commands that appear on right- 
click menus: 

New (i.e., create new file or folder) 
Cut, Copy, and Paste 
Map Network Drive 
Send To 



► Rename 

► Delete 

► Create Shortcut 

► Properties 

Of these commands, most are equivalent to what you'd find on the 
application's File or Edit menu. The Properties choice, which usually 
appears at the bottom of a right-click menu, will generally take you to 
the object's properties sheet, a topic we discuss in more detail in 
Chapter 4. 
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